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POLICY: .01 The Laboratory’s normal business hours are
Monday through Friday,  8:00 a.m. to 5:00 p.m.
Work schedules,  as defined in this pol icy,  are set
by Laboratory management and may be modif ied a t
any t ime.  An employee’s work schedule is defined
by the s tar ting and ending t ime of  the workday,  the
start ing and ending t imes of  rest per iods ( if  any,
see .03) and meal per iods,  and the number of  days
the employee is required to work in each
workweek.   Employees must  work their ass igned
schedules.   Failure to abide by this policy may
result  in  discipl inary act ion,  up to and including
terminat ion of employment.

Workweeks .02 Over a two-week period, the regular work schedule
for Laboratory employees,  referred to as  a 9/80
schedule,  wil l  be ei ther Schedule A or B as
described below, beginning on the fi rs t  day of a
pay period.

Day(s) Schedule A Schedule B
Monday-Thursday 9 hours 9 hours
Friday Off 8 hours
Saturday-Sunday Off Off
Monday-Thursday 9 hours 9 hours
Friday 8 hours Off
Saturday-Sunday Off Off

  An employee who requests to do so is  permit ted to
work a 5 day,  40-hour schedule,  referred to as a
5/40 schedule.   With divis ion-level approval,
managers may assign employees to a compressed
schedule of 4 ten-hour days (4/10 schedule) when
such a schedule is  necessary for programmatic or
operational reasons.   Work schedules for par t-time
employees may be establ ished by reducing the
number of hours  worked per day or  the  number of
days worked per  pay week.

EXCEPTIONS:   In rare cases  where an
organization cannot otherwise provide required
services during normal business hours,  or when
required for  programmatic ,  safety,  or securi ty
reasons,  a  manager may request an exception to
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.02 in order to assign an employee to ei ther the
9/80 or 5/40 schedule.   Approval of  the Director
for Human Resources  (DHR) is required.

Rest Period for Nonexempt .03 A rest  per iod is  paid rest  t ime for a nonexempt
Employees employee not exceeding 15 minutes once during the

firs t  half and once during the  second half of a basic
workday, but not a t the beginning or end of a
workday and not immediately preceding or
fol lowing the lunch break.  Time not taken for a
rest period cannot be  accumulated for later use.
Rest per iods are granted a t the discret ion of the
supervisor,  who may grant an addit ional rest  per iod
during a shift  of more than 9 hours.

Meal Breaks for Nonexempt .04 Any work schedule of 6 hours or  more for a
Employees nonexempt employee must include a meal period of

at least 30 minutes in which the employee is
substantia l ly rel ieved of al l  job dut ies.   Meal
periods are not considered t ime worked nor are they
considered t ime in  pay s ta tus.

Workday .05 Managers and supervisors may vary the s tart ing and
quit t ing times for employees.

Schedule Deviation .06 A manager  may make a temporary change in  a
nonexempt employee’s establ ished work schedule
to adjust for hol idays or  to  otherwise maintain a
40-hour workweek.

Personal Reschedule .07 A nonexempt employee may request an occasional
schedule change that would permit an absence of up
to 4 hours  per  workweek without being charged
leave.  The employee must  make up the t ime absent
by working an equivalent amount of  t ime during the
same workweek.

Limitation on Hours .08 The Laboratory cannot require or a l low any
employee to work more than 16 hours  in  a 24-hour
period, except  in an emergency.
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Limitation on .09 The minimum period for  which an employee can be
Schedule Changes ass igned to any of  the  work schedules described in

.02 is two pay periods.   No more than 4 changes to
the assigned work schedule may be made in a
calendar year.   There  is no l imit on the number or
durat ion of changes in  the s tar t ing or ending t ime
of the employee’s workday or meal period.

NOTE:   In addition to the four changes
permit ted above,  a manager may approve an
additional schedule  change when an employee
changes posit ions.

APPROVAL: .10 Divis ion-level  —-  Approval  of the cognizant
divis ion-level manager is required when a group-
level manager in i tial ly proposes to establ ish  a 4/10
schedule in his or her organization.   This approval
authori ty must not be delegated.

.11 Group-level  —-  The group-level  manager is  the
approval authori ty for ass ignment to  any of the
three work schedules  descr ibed in .02.   This
approval authori ty must  not be delegated.

.12 Supervisor  —- The immediate supervisor approves
changes in the star ting or  ending times of the
employee’s workday or meal period, including
schedule deviations (see .06)  and personal
reschedules (see .07) .   The immediate supervisor
also approves rest per iods.   See .03.

WORKING AT HOME:

Definition .13 A work-at-home assignment is any period of t ime
when the employee is in paid  work s ta tus  and has
been authorized by the manager to work at the
personal residence or  another  locat ion of the
employee’s choosing.  The following are examples
of work-at-home assignments:

An employee is ass igned to complete a project
on overt ime and is permit ted to  perform the
overt ime work at h is  or her home,

An employee is permitted to  work at home for 1
or more days to complete  a specif ic project with
a minimum of interruptions,
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An employee is permitted to  work at home part-
time for a  br ief period while recuperat ing from
an immobil iz ing i l lness or in jury.

.14 Work-at-home assignments are of a temporary
durat ion and are not in tended to replace the
employee’s pr imary work location at  the
Laboratory.

Approvals .15 Exempt Employees – These employees are  permit ted to
work at home with pr ior approval  from line
management .

.16 Nonexempt Employees – These employees should not
be al lowed to work at home unless

Line management  determines that i t  is  in the
best  in terest of the work unit and the
Laboratory,

The manager approves in advance the number of
hours to be worked at home and the work
products to be delivered,

The employee is  required to maintain a deta i led
record of al l  t ime worked at home and to submit
this information to his or her manager on a
weekly basis,  and

The employee is  paid for a ll  t ime worked at  the
residence,  including any over time worked. See
AM 304.

Discipline .19 Nonexempt employees who claim hours worked
at home without advance approval and proper
documentation of t ime worked and products
del ivered are subject to disciplinary act ion up
to and including termination.

.20 Managers who knowingly permit nonexempt
employees to work at home without  appropria te
approvals (see .16)  are subject to discipl inary
act ion up to and including terminat ion.

http://admin-manual.lanl.gov:1500/pdfs/adm/am304.pdf
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! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! !

PROCEDURES:

Schedule Deviation .21 Examples — A schedule deviat ion is typically made
in s i tuations including, but not l imited to,  the
fol lowing:

•  The supervisor knows in  advance that  a
nonexempt employee wil l  be required to
work more than the usual  number of hours
on a specific day or days.   The supervisor
may change the employee’s schedule to work
fewer hours on other days in the same
workweek to maintain a  40-hour workweek;

•  A nonexempt employee is required to work
more than the  usual number of  hours on a
specif ic day or days and requests and
receives  permission to work fewer hours on
other  days in  the  same workweek in l ieu of
accruing overtime;

•  A holiday fa l ls  on a day when an employee
would normally have worked more than 8
hours.   Because only 8 hours  are  recorded
for the hol iday (see AM 305),  the employee’s
work schedule is  changed to  include
additional hours of  work on another day in
the same workweek to maintain a 40-hour
workweek.

Time and Effort Reporting .22 For cost accounting purposes,  exempt employees
record the number of hours of work performed on
the day the work is actual ly performed, up to a
maximum of 40 hours in a work week.  Nonexempt
employees record the actual number of  hours
worked on the day the work is performed.

These procedures effective until further notice.

http://admin-manual.lanl.gov:1500/pdfs/adm/am305.pdf

